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QEOROIA DEPARTMENT OF HUMAN RESOURCES 
Of FlCE OF ADMINISTRATIVE SERVICES r RECORDS MANAOEMENT UNIT 

I 

APPLICATION FOR RECORDS RETENTION:SCHEDULE 
-I_ .-_____I_-.- ..-I_. - . , _ _ _ i ~ ~ g _ _ _ _ ~ _ _ _ _ _ - ~ _ _ i - ~ - . -  .~ ~ 

I i~ . - .. 

For instructions on completing t h i s  form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 

30334. Phone - (404) 656-4976 . . . ~  GIST: p1-4983 - .  -__- ~ __^___-. ~~ ~~ ~~ . ~ - ~ ~~~ ~ _______ ~~- 
ARCHIVES AND HIfTORV 

~ ~~ ~~ ~~ ~ .~ 
Appliiation~Number 

75 - 2 70- ~ - & ~ ~. ~~ 

OCT 2 5 Na2 

.- ~~ . Su4eervirr ______ ____ _ ~~. - 

Oats Received Date Completed 

_ _ _ - _ . - _ ~ _ _ ~ ~ . .  ~- 

656-4373 
. .  

F 
1. GEORGIA DEPARTMENT OF HUMAN RESOURCES 

Office of Financial Services ., 

public Assistance Unit 
4f Trinity Ave. S.W. - Room 503-S 
Atlanta, Ga. 30334 

Working Title 

Change Retention Period 

1 DHR - I 

pplication Date 

I .- a124182 - 
pplication Numbar 

_ . ~ _ 8 2 - L b ~ ~ ~ - ~ ~ _ _ ~ - ~ ~ ~ _ -  - ~ ~~ . U.G 3 I 1982 ~~~ ~ 1~~~ 

Hac-sx Rawel_l_-_~~ -~ -~ -. . . .. .~ - - 

Person to Contact 

Action Requested 
a. Establish Retention Schedule; rewrd will mntinue to accumulate. 
b. 0 Dispoce of wesent accumuletlon; no further weumulation anticipated. 
c. ft7Amend Application No. 75-270--.__ Check One: I] Change; 0 Supercede: 0 Void 

Dnms of Series 
. 

~ ~ I_I____ - I 6. Rewrdr Ssrier T i l e .  ffo//owsd by r/rh u#d in offka; if d/fferenrl . 
.. 

. .  

-~ ~ . Records Series Oercription This file mntains the followlng documents (Indude form numben-md r/rhs, if my): Attadi samples of the file. 

Doamenn relating to: 

Included are: 

Fils is arranged: 

~ ____ ~._.I__-___ ~I_ -. . . .__-~  ~ 

1. Monthly Referents Rate How often ere records referred to wnlch ere: 

One to six months old ; Seven to twelva months old ; Thirteen to twenty-four montha old __ __ ; 

twantv-fiy montha end older ~- 7 . 
~..L- -__I ._____. .- .- ~ ~ . .- - .~ 

I. 'Annual Ram of Accumuletion or Rewrdr 



-. NO I 10. (luefiionnair~(Plwe en "X" in the proper column) 
a. Is this the official wpy of the mrier? 

If cat, where is it? 

I b. Does the series contain confidential information requiring mcurity handling? If yes, cite law or reguiation. 

_ -  ~ 

c. Is this a vital. record? 
d Does this series have historical or long term research veluo? 

I 
-I_- L 

I L L  ~~. ~~~~~~~ _. ~ ~ 

e. When one or two documents in the file make it neceFw to keep the,entire file !or a long p+d, could these documene 
; - ~ , ,  , ~ -  J r ; , ~ - . - -  , , . ~  .~ 

_____I -. -. - be dheduled mparately? 

1 f. Is the information wnta%d in t h i a  wries ever published?. If V ~ S ,  atach wpv. --.  ~. :. , . ,~~ 
~~ ~ 

.- -2 .... . _ -  - .7 : '  - 
9. Is the information contained in this setier ever analyzed and/or Rcorde!na summarized report? 

h. I s  there a duplication of t h i s  seriet in your office, or in another office or clgsncy? 

\.-. . r,: - C . '  . " ' ~  - II. If yes, ettech copy. 

I 

1. Retention Requirements The foilowing muiret  the u r i e i  to be kept: 
t . . t T ? T  r , - ~ . r - . ~ , p f  r !  -5 .3  

8. State Law yean. -. d. Audit Period, . ~ - ?  ~ --.--yep, 

c. Federallaw - ~~ years. f. Federal mention instructions years. 

Attach WPV or excerpt of law0 or regulations. Explain administrat$ y+ 4? ?, 
Admtnistratively, there files are necemary to document payment. made for public 
arrlrtance. 

/ b. Statute of limitation VeUI. 8. Administrati; need '- 5 yeah. 

hr r 7.. - z. !27~y:r'-;  5 ' .  T > '  f ?  -.?' 1 ,I bl: :'-, 0 ?,? z. .j $' ! z . . 7 .  ' ,': 7 .. 
+* - .  ,. ,.. (m ,~ 

- 
2. Approved Disposition Instructions This agency rewmmends that the file rr ies bn cut off e t  the end of each: 

UCalender Year: F i m l  Year: n o t h e r  - ~ -  then, 

pP Hold on the Current files erea monthla) 2 veer(~); then 

0 Transfer to lml holding area; hold 
fi Transfer to Stete Reoords Center: hold 3 yaerlr): then 
pP Destroy 
0 Transfer to Stete Archivesfor Permanent retention. 

Other lSPecify/ 

veer(d: then 

These instructions apply to ali prior and future accumulations of the rr ie i .  
, I  

Attorney Gensral/Dnignee 
I 

' 3  



Diksian o f  Adrrinistration 
C o r l t m l  Unit 

I1 . This file contains the following documents' (include fonn numbers and t i t l e s ,  if any, 
and f i l e  arrangement). 

ance Check - Napetic Ink ChamctesRead (MICR) X w b r  

fi.ccounting Benefits payments - respmsible for D-S~JI~ payments for benefits and services -- 
subsections are Eedicaid-Nursing Hares, &diCaid-other E w e s ,  V o c a t i o n a l  Rehabatatian, 
Assistance Paymnts, and other benefits (Crippled Children, Cancer, Ster i l izat ion,  Eht-Pak, 
Foster H m s ,  Cuban Refugees, etc.). 2 

..................... 1. O,II..(.l ................ .............................. 1 9 " 

Lhunxmts relating to maintaining reference l i s t ing  of public assistance check nunkern assigned 
by DOAS and corresponding preprinted MICR &r. 

Included are mmputer listings identifyhg the assigned public assistance *dc n m h r  and 
correspding Magnetic WC Character Read--. 

Files are arnanged by mth thereunder by date of issuance. 

. 

I ATTACH SAMPLES OF THE FILF: ........................... I W 3 n l . r  "C'.'tII" ........................... 
...................... I I 1 .l 

b..U.L ..,I 0. .CCY*"L.fl". 

t I I I L I I I 

I I I l h l .  .................... 
I..,'. .................. 

........... 



I 
18. ?auld t he  funct ion be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [XI 1 

19.  I s  t h e  s e r i e s  (or major po r t ion  o f  it) regular ly  microfilmed? If  yes, why? [ 1 [XI 

29. Coes the  record series provide da t a  as input  t o  an EDP f i l e ?  [ 1 [XI 

2 i .  Does t h e  record series contain documentation produced as EDP pr in tout?  r I [XI 
I 

22. Eas t h e  Federal Government i ssued  in s t ruc t ions  governing the retentlon/dispo- [ ] [XI 
s i t i o n  of these f i l e s ?  

23. U i l l  t h e r e  be a need for these  records 10, 15 years  from now? If yes ,  what? [ 1 [XI 

1 2L. REQUIREMNTS. The following requires  t h e  f i l e s  t o  be kept 3 years : 

1 a. [ ]STATE b. [ ISTATWE OF c .  []AUDIT d. []FEDERAL e.  I ADMINISTRATIVE f .  [ ]HISTORICkL 
LAW LIMITATIOIJ PERIOD L A W  DEC TS 1011 V A L E  

(Ci te  Law, Statute ,  or other reason for t-hz r i r c ) i t i m  requtmmcnt) 

* Reference Experience -__ 
25. AGENCY RECOMkENDATIONS. This agency recommends t h a t  the  f i l e  series be cu t  o f f  at  t h e  end 

of each -[]CALENDAR YEAR -HFISCAL YEAR -[]OTHER ,then : 

[ Hold i n  t h e  cur ren t  f i l es  area . ' month(s)/ 1 ear(?.) : 
[ x] Transfer  t o  [ X] S t a t e  Records Center [ ] Local Holdin: Area; hold 
[ X I  Destroy. 
[ ] Transfer  t o  S t a t e  Archives f o r  permanent re tent ion.  
[ ] Destroy inmediately af ter  cut-off. 
[ 1 Other: (Specify) 

2 _year(s):  . 

(Indicate  briefly rat ionale  for reconmendations above/or wri te  additionai! remarks) : 

.. . 



Pffit 
1 

ance Control Unit 

Q E S T A B L I S H  D I S P ~ O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C I J M U L A S I @ ! J  ;. 
RECORD W I L L  C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E 3  

%test 9 .  Exact Ser ies  T i t l e  
Of series Fubfic Assistance Check - Mappetic Ink ChamctesRead (MICR) N&r 

1974- -&sent Listinn Files 

b .Ea r l i e s t  . _  & Li 
Dates 

O .  What is the  function of t he  o f f i ce  i n  which t h i s  record se r i e s  i s  created? 
The Division of Administration is responsible €or providing adrrhis t ra t ive support t o  the 
Department. 
general support services; data processing and m g e m e n t  information system; patient accounts 
services; a d  personnel services. 

Accounting Benefits -_  -_ Payments - respcmsible for processing payments f o r  benefits  and services -- 
s e c t z - & s  are Me&c-&d=Nking Homes, &dicaid-Other Expenses, V c c a t i c m a l  Rehabilitation, 
Assistance Payments, and other benefits (Crippled Children, C a n c e r ,  Ster i l izat ion,  Mat-Pak, 
Foster H a r e s ,  Cuban Refugees, etc.). 

This includes general accounting services; budget developrent and mmagement; 

_i_l_ - 
1. This f i l e  contains the  following documents (include form numbers and t i t l e s ,  i f  any, .. 

and f i l e  arrangement). . 
D o c m t s  re la t ing  t o  nwhtaining reference l i s t i n g  of public assistance check numbers assigned 
by WAS and corresponding preprinted MICR number. 

Included are computer l i s t i ngs  identifying the assigned public assistance check number and 
corresponding M a p t i c  Ink Character Read n m h r .  

Fi les  are m g e d  by mI3-1 thereunder by date of issuance. 

ATTACH SAMPLES OF THE WLF 



, ~i -.- ! -py 2 * 

LA-_-- ~- -_- ~ 

13. Is t h i s  t he  Record Copy of t h e  se r i e s?  [XI '.[ ' 1  

'I 1 . [ X I  

[ 'I [XI  

14. Is there  a duplication of t h i s  series i n  another o f f i ce  o r  agency? 

15 .  Is the information contained i n  t h i s  s e r i e s  ever summarized or  published? 
Attach copy of summary o r  publication. 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? . 

__-___I__ ~- - .___ 
25. AGENCY %COMMNDATIONS. This agency recommends tha t  the f i l e  s e r i e s  be cut off at  the end 

of each -[]CALENDAR YEAR -WFISCAL YEAR -[]OTHER , t hen  : 

1 18. Could the function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? 

19. 

20. Does the record se r i e s  provide data as input t o  an E,DP f i l e ?  

21. h e ' s  t he  record se r i e s  contain documentation produced as EDP printout?  

22. 

Is the  series ( o r  major portion of it) regularly microfilmed? If yes,  why? [ 1 .[XI 

- 

,., i , 

Has the Federal Government issued instruct ions governing t h e  . - -  - _ .  ~. . .. .~ s i t i o n  , o f  these f i l e s ?  
~. . .  

23. Will there  be a need f o r - t h e s e  records 10,  15 years from now? I f  yes ,  what? ~ : -  
, [ 1 [ X I  --~-- 
i' .~. 

I -. ~~ . ~~. 
2b. REQUIREMNTS. The following requires the files ~ t.0 . ,. be.kept .. -- 3 years:  

?,.- ~' T!' ~ I F ' .  .~ . 
~~ 

a. []STATE '-b. .[]STATmE OF c.  []AUDIT , d.  [ 1FEIIEi .L  e~.-~ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW ~- ? . ' '  . . LTMIT'ATION ' ~ ' ~ ' PERIOD ' LAW- DEC T S ION VAL~E-;  I ._ ~~ 

(Cite Law, Statute ,  or other reason for  t,he rr!f.tbjitiovr rehuiremmt) - '  

(Indicate br ie f l y  'rationale for recomndations above/or write additional remarks)  : 

.. 


